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LUTHER KING HOUSE
POLICY AND PROCEDURES: DEBTS


1. The Finance Office – assisted by the President, Registrar, Learning Resources Manager and Operations Manager – are responsible for financial controls, including the collection of all money owed to the Trust and the monitoring of all outstanding debts.

2. All overdue debts will be reviewed on a monthly basis and followed up as required, including the issuing of reminder letters based on the age of the debt.

3. Court action should be seen as a last resort. A preferred alternative is the use of a debt collection agency, the Thomas Higgins Partnership, who are solicitors specialising in bad debts.  Once a bad debt has been identified for action, the budget-holder will request that a ‘letter before action’ be sent to the debtor.  Any subsequent action will require the express written authority of the President.

4. All non-collectable commercial debt over 365 days overdue will be recommended for write-off.  All recommendations will be fully communicated to, and agreed with, the Operations Manager. Debts will be written off in accordance with agreed authority limits.

5. All non-collectable student debt will be written off in accordance with the following authority limits:

	Invoices up to £500
	Finance Manager and Operations Manager

	Invoices £501 to £7000
	President

	Invoices over £7001
	Finance Committee



6. The Finance Committee will be responsible for monitoring the aged debtor listing, write-offs and bursary awards on a regular basis.

7. The President has the authority, in exceptional circumstances, to make individual arrangements separate to those normally agreed. These will be reported to the next available meeting of the Finance and Monitoring Committee for final approval.
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